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Purpose of the Document 


This workbook has been designed to meet the defined Police Sector 
Standard for the Training of Assessors, 


http://www.college.police.uk/en/5231. 


To help you meet the standard the College of Policing has developed the 


following resources: 


e Self-study learners workbook; approximately six hours work subject 
to existing knowledge, skills and experience 


e Classroom-Based Workshop; One-day workshop designed to 
consolidate these Assessor Training Learning Materials and provide 
opportunities to apply and practise assessment skills. 


This Assessor Training Learner Workbook is designed to be used either as 
a pre-requisite to the classroom based workshop or as stand-alone 
learning. If you choose to complete the self-study workbook as a stand- 
alone please note in order to achieve the criteria set out in the Police 
Sector Standard for the Training of Assessors you will need to perform 
and evidence the practical elements of the criteria. It is therefore 
recommended that you find opportunities to practise the skills outlined in 


this self-study pack. 


If you are attending the one day workshop then you must complete this 
Assessor Training Learner Workbook prior to attending. These materials 
have been designed to: 


e Introduce and explain the principles underpinning work-based 


assessment within the police service 


e Provide a point of reference in relation to good practice for work- 
based assessment for a variety of applications including 
(Performance Development Review (PDR), accreditation and 
selection 


e Provide a common understanding of equality and diversity; ethos of 
approach and terminology. 
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Assessment in the police service occurs in many forms, some examples 


are: 

e assessment of an individual’s suitability for a role 

e assessment of competence in a particular role or qualification 
e assessment of ongoing performance for development 


e performance management and assessment to professionalise the 


sector. 


To meet these assessment requirements a Police Sector Standard for the 
Training of Assessors has been developed to ensure consistency of the 


knowledge and training provided to assessors across the service. 


Before you Begin 


A pre-requisite for the learning is a sound working knowledge of the 
following and their relation to your role and responsibility in the policing 


environment. 
e Data Protection Act (1998) 
e Equality Act 2010 


e College of Policing Code of Ethics 2014. 


The Learning Materials 


The following learning materials will provide you with the underpinning 
knowledge you require when conducting assessments it is therefore 


important that you take the time to read them and complete the activities. 


The activities are designed to encourage you to reflect on your own 
assessment experiences and relate the theory of assessment practice to 


the specific field you will be involved in assessing. 


Before continuing please obtain a copy of the assessment 
strategy/guidelines you will be using in your specific field, as these are 
required to complete the activities within these materials. If you are 


unsure of what these are try to find a generic assessment system that you 
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are familiar with, for example your ‘in force’ Performance and 


Development Review (PDR) system. 


Learning Outcomes 
When you have completed these learning materials you will be able to: 
1. explain the concept of work-based assessment 


2. identify the factors affecting the selection of the most appropriate 


assessment approach within a work-based context 
3. explain the role and responsibilities of an assessor 


4. identify the assessment principles that underpin effective work-based 


assessment 
5. identify the benefits of holistic incident/work-led assessment 


6. explain the stages of the assessment process, identifying flexibility in 


approach to address a range of assessment needs 


7. explain the principles and practices of standardising assessment to 


ensure quality standards are maintained. 
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Section 1: Overview 


Some of the terminology in the document may be unfamiliar to you 
therefore a glossary of terms and list of abbreviations has been provided 


at the back of the materials. 


When we conduct work based assessment it is often considered an art 
rather than a perfect science but assessment does require a specific skill 
set. It can be that police officers and police staff can ‘feel’ they are 
naturally good assessors, however, research indicates that without 
adequate training, many fail at their task (Anderson, 1992). It should be 
remembered that the success of an assessment in respect of obtaining the 
relevant information to prove that the assessment objectives have, or 
have not been met, depend largely on the skills of the assessor not the 


person being assessed. 


Reading through these materials, implementing the guidelines and 
adopting the recommended techniques should improve your likelihood of 
conducting a fair and credible assessment. That is, making an informed 
decision as to whether the person being assessed has demonstrated or 
provided appropriate examples of their work, abilities or attitudes to meet 


the determined criteria for performance and knowledge. 


1.1 Work-Based Holistic Assessment Model (WHAM) 


In these learning materials you will explore the principles that underpin 
any competently conducted assessment process as well as identifying 
different assessment techniques in order to gain a full appreciation of 
assessment practices. Specific attention is drawn to the use of a cyclic 
four-stage model (figure 1) as the suggested assessment approach. You 
will look at the model in more detail as you progress through the learning 


materials. 


1 Anderson, N R (1992). ‘Eight Decades of Employment Interview Research: A 
Retrospective Meta-Review and Prospective Commentary’. European Work and 


Organisational Psychologist, 2, 1, 1-32. 
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Suitably designed and conducted assessments require the use of a variety 
of skills; the skills discussed within these materials provide guidance for 
ensuring assessment is conducted as fairly as possible. 


Figure 1: Work-Based Holistic Assessment Model 
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1.2 Work-Based Assessment 


Assessing others is a natural human characteristic, as humans we make 
assessments and judgements of others both socially and at work. Over 
time and based on our personal upbringing and life experiences we form 
an opinion, often sub-consciously, about the attributes and qualities 
(criteria) we would like our friends and partners to have. As and when we 
meet new people we tend to judge or ‘assess’ them against the attributes 
and qualities we hold as important. As ‘assessing’ others occurs naturally 
as part of our every-day lives, we all believe we are good at it. How often 
do you hear people say: “I’ve never been wrong yet”, “I know one when I 


wWooN 


see one”, “and my gut instinct never lets me down”, “I’m a very good 
judge of character” etc? In fact, whilst reading these materials you are 
probably trying to form an opinion or make some form of assessment 
about the people who wrote it. Some of you will do this consciously, while 


others will do it sub-consciously. 


We are however, in this workbook looking at the specific skills needed for 
work-based assessment. Work-based assessment is a process used to 
measure the performance of those in the workplace against identified and 
agreed criteria that demonstrate that they are working to the required 
standard for the role they are being asked to perform. Through creating 
fair assessment processes we are endeavouring to develop practices 
which will help the assessment decisions be as objective and fair to 


everyone as possible. 


Before you begin it is important that when you are responsible for 
assessment you have a clear understanding of the criteria of what is being 
assessed and the methods you are going to use to assess the candidates 
performance. An example of this could be managers and supervisors who 
use identified criteria when overseeing or developing the work of 
individuals, teams, work streams and business units. Objective 
assessment brings fairness into the processes of recruitment, selection, 
staff appraisal (PDR) as well as learning and development which reduce 
the influence of personality and subjective factors. When assessing 
individuals both assessor and the person being assessed should be clear 


on: 
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e what the person being assessed is being measured against 


e what does the person being assessed need to do or show the 
assessor that they can do 


e when the assessment is going to happen. 
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Activity 1 


Reflect on your own personal experiences of being assessed in the 
workplace. List some specific examples of when and how you have 


been assessed and for what purpose. 


For example, an assessment centre that included an interview and 


presentation to achieve promotion. 


It is likely that you have listed many examples of being assessed using a 
variety of different approaches. Your own personal experience of 
assessment will provide a valuable platform for your own assessment 


practice. 
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1.3 Assessment within the Police Service 


The focus on work-based assessment and training within the police 


service has developed significantly over time. New programmes are 


designed with the learning requirements identified through the Policing 


Professional Framework (PPF) and linked to the National Occupational 


Standards (NOS) and mapped into the National Policing Curriculum which 


has emphasised the need for credible assessment and assessors. 


The following table provides a brief description of the PPF and NOS. 


PPF 


NOS 


The Policing Professional 
Framework provides National Rank 
Profiles for Officers and Level 
Profiles for Staff based on National 
Occupational Standards (NOS). 
Supplementary Skills Sets link to 
each Rank or Level and contain 
any NOS core to roles within a 


Rank or Level. 


NOS describe competent 
performance in terms of outcomes. 
They allow a clear assessment of 
competence against nationally 
agreed standards of performance, 
across a range of workplace 


circumstances for all roles. 


For further information on the PPF and NOS visit: 


www.skillsforjustice.com 
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Section 2: Structured Assessment 


Assessment is not new to the police service but there has been a change 
with the introduction of structured assessment against specific and, in 
most instances, measurable criteria. This section will explain in more 


detail how the criteria for assessment are applied. 


2.1 Assessment Protocols 


Irrespective of the programme or process the most important thing for all 
those involved with assessment is to make sure they have a thorough 
appreciation and understanding of the appropriate Assessment Strategy or 
Guidance. 


For those not working with an Awarding Organisation the document 
College of Policing and Skills for Justice; (May 2014); ‘Guidance on the 
Principles of Assessment Practice for Vocational Police Knowledge and 
Competence Based Qualifications in England and Wales’ will be an 


invaluable source document. 


If a learning programme is designed which requires assessment to 
enhance or measure knowledge or performance, there needs to be an 
Assessment Strategy or guidance document. This should indicate what is 


required to be in place for assessment to take place effectively. 
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Activity 2 


Consider the field of assessment you will be involved in and if possible 
obtain a copy of the strategy/guidelines in place to ensure effective 
assessment. If you are going to be assessing in more than one field of 
work choose the strategy/guidelines that you will use the most. If you 
are unsure of the strategy/guidelines you will be using try to find a 
generic assessment system that you are familiar with, for example the 


‘in force’ PDR system. 


Read through the strategy/guidance document and place a tick against 
each item that tells you specifically and clearly what you as an assessor 
need to know or do. Put across next to any item where you are not 
clear exactly what you need to know or be able to do and consider 


sources of support available to you. Use this space to make notes as 


appropriate. 
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2.2 Roles and Responsibilities 


The assessment strategy or guidance will clarify the roles of the various 
individuals involved in the assessment process. In some cases 
assessment is a line manager’s responsibility, for example with PDRs, for 
other assessments a specialist assessor will be appointed. For a majority 
of qualification-led work-based assessment programmes there are 
verification processes with at least one nominated internal verifier and 
sometimes a lead verifier working as part of a wider assessment centre 


team. 


Mentors who work alongside the person being assessed to develop their 
competence as they prepare for assessment are usually optional but are 
increasingly seen as the best way of ensuring the person being assessed 


achieves competence. 


2.3 What Assessors Need to Know and Do 


You should have a clear understanding of the field of work and roles that 
you will be required to assess and, you should be occupationally 
competent and/or knowledgeable in these areas. In addition to this: 


You need to know specific things including: 
e a thorough understanding of what will be assessed 


e a thorough knowledge and understanding of evaluating the 
evidence according to the relevant scale or standard 


e knowledge and understanding of feedback procedures (written or 
one to one) where appropriate 


e what success looks like. 


It is also important that you are able to do the following: 
e apply relevant assessment techniques 


e develop skills in observing and recording evidence from direct 


observation sources 


e develop skills in examining and recording evidence from written 


and product sources 
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e develop skills in recording evidence from people involved in the 


assessment process 


e develop skills in classifying behaviour and evidence against relevant 


assessment criteria. 


2.4 Procedure and Recording 


The assessment protocol or guidance will usually specify what types of 
method should be applied in assessment and how the assessment should 


be recorded. 


All assessment decisions must be accurately recorded and submitted on 
the correct paperwork. The term ‘paperwork’ used here means any 
medium that assessment decisions are recorded on. If the objective of 
the assessment has an impact on someone’s career the process could be 
challenged. If the person being assessed is dissatisfied with the outcome 
(through internal grievance procedure, an Employment Tribunal or an 
External Awarding Organisation’s Appeal process), all documentation 


about the assessment process should be accessible. 


Documentation relating to the assessment process should be filed for at 
least two years or in line with your organisation’s Human Resources 
guidelines. If you are working with an awarding body the length of time 
may be different and it is worth checking with the External Verifier to 
confirm the requirements of storage timeframes and security 


arrangements. 


2.5 Quality Assurance 


Some of the roles introduced in 2.2 relate to responsibilities for quality 
assurance of the assessment process. In order to demonstrate that the 
assessment process has integrity there are formal quality assurance 
procedures built into most of the products the College of Policing has 
developed. If assessment is linked to externally awarded qualifications 
the awarding body will determine the overall quality assurance 
requirements. Therefore it is essential when conducting an assessment 


for a programme to have read and understood the relevant assessment 
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strategy or guidance and to be confident of the quality assurance 


requirements. 
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There are some core principles that have been universally accepted as 
relevant and fundamental to the content and context of assessment in the 
workplace. Any material a candidate produces to show they are 
competent should follow the principles of Valid, Authentic, Current and 


Sufficient commonly known as ‘VACS’. 


3.1 Valid 


The assessment process should measure what it claims to measure, i.e. 
the published criteria. In other words it should assess what it sets out to 
assess. When a person being assessed presents assessment material, the 
assessor is responsible for checking that it is relevant to the criterion 
(behavioural performance, competence, knowledge and understanding, 
work objective or standard) that is being claimed. Likewise the assessor 
should not be looking for assessment material to demonstrate anything 


above or alternative to the published criteria. 


3.2 Authentic 


The assessment process must ensure that the assessment material 
presented is actually the true work of the person being assessed. The 
evidence must be authenticated by the person being assessed and not by 
the assessor or any third party. There must be checks and balances in 
place to confirm authenticity e.g. by confirmation of signatures to witness 
testimony, signed off PDR evidence or by cross reference to documented 


claims etc. 


3.3 Current 


The assessment material collected through the assessment process must 
reflect the most recent and up to date proof of competency. This ensures 
confidence that the person being assessed can demonstrate the most up 


to date skill, understanding and knowledge in the required manner. 
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3.4 Sufficient 


The assessment process must strike a balance between demanding too 
much material and meeting in full all the requirements of the criteria for 
assessment. There should be sufficient authenticated assessment 
material for the assessor to assess with conviction. When the assessment 
material is cross-referenced into the assessment standards there should 
be enough material to meet the standard but should not over load the 
candidate with unnecessary assessment events. The focus of assessing 
should be on using a ‘holistic’ approach. 


A holistic approach means making the best use of the assessment 
evidence your candidate is producing. You should as an assessor be 
integrating all the assessment criteria into as few assessment events as 
possible. Therefore you have to trust your own professional skills and 
knowledge that you are assessing fairly but also making the judgement 
that if you are assessing a person that they have done something well you 
can assume that the candidate has any underpinning knowledge to 
perform the task, and performing the task to the standard the 
organisation expects therefore their attitudes and behaviours are can also 
be signed off as completed. Any evidence provided for work-based 
assessment processes should be of appropriate quality and quantity. 
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Section 4: Assessment Decisions 


There are also principles which underpin assessment decisions and these 
are focused on the assessor rather than the candidate/learner. 


4.1 Fair 


There is an obligation under the Equality Act 2010 for an assessor, when 
exercising their functions, to have due regard to the need to: 


e eliminate discrimination, harassment, victimisation and any other 


conduct that is prohibited by or under the Act 


e advance equality of opportunity between persons who share a 
relevant protected characteristic and persons who do not share it 


e foster good relations between persons who share a relevant 
protected characteristic and persons who do not share it. 


All processes and programmes should operate with integrity within the 
spirit and the letter of the law. 


Fairness is inextricably linked to defensibility, as processes need to be 


lawful and should not discriminate. 


It is essential that all those being assessed are treated in a fair and 
equitable manner. It is also important that those participating perceive 
the process to have been fair. Where a process is perceived to have been 
unfair this can be almost as damaging as if it were actually carried out 


unlawfully. 


The assessment process must provide all those being assessed with an 
equal opportunity to demonstrate their competence. It should not make 
unreasonable demands of those being assessed, but should allow 
sufficient time and opportunity for evidence gathering and submission. 
This also means that reasonable adjustments for individuals with a 
disability should be provided where appropriate. Fairness also means that 
the assessment process must be objective, evidence-based and not 
subject to the influence of personality and personal opinions of either the 
assessor or the person being assessed. 
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4.2 Reliable 


The assessment process should produce consistent and repeatable 
performance or product, i.e. not a fluke, from the individuals being 
assessed. What the person being assessed produces as assessment 
material should accurately reflect a level of performance that has been 
sustained and consistently demonstrated over a period of time. 


4.3 Transparent 


All assessment processes should be open and transparent. In order for 
those being assessed to have a fair opportunity to perform during the 
assessment process it is important to provide them with enough 
information about what they will be required to do and what criteria they 


are being assessed against. 


4.4 Defensible 


It is important that any decisions made regarding assessment and the 
reasons for those decisions are recorded as soon as possible. If 
assessment decisions are not recorded at the time they are made it may 
not make the decision defensible to others. 


Defensible decisions can show that: 


e all reasonable steps have been taken to allow the candidate to show 
their work in the best possible light 


e reliable assessment methods have been used 
e information has been collected and thoroughly evaluated 
e decisions are recorded (and subsequently carried out) 


e policies and procedures have been followed. 


4.5 Standardisation 


The assessment process should be delivered consistently across a group 
of individuals and across different assessment dates. Assessors need to 
make valid decisions consistently, and all those being assessed should be 
assessed fairly and objectively against the relevant criteria. Different 
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assessors should be able to make the same assessment decision based on 


the same evidence if asked to do so independently. 


In order for standardisation to be achieved it is essential that all 
assessors have a consistent understanding of the role and the process. In 
order to maximise the understanding of the process/procedures there 
needs to be clear documentation, unambiguous criteria and consistent 
application of processes and procedures. Assessors should ensure they 
attend regular standardisation meetings to be up dated on any changes in 
the assessment criteria, to discuss with other assessors understanding of 
the assessment requirements and maybe have assessment decisions 
challenged, discussed and compared with other assessors assessing 


against the same assessment criteria. 
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Section 5: Work-Based Holistic Assessment Model 


Four Stages of Assessment 


The Work-Based Holistic Assessment Model (WHAM) can be applied across 
the range of assessment processes and procedures that are used in the 


workplace. The four stages are: 

1. Plan for assessment 

2. Conduct the assessment and collate evidence 

3. Evaluate evidence and make assessment decisions 
4. | Feedback results. 


The model is cyclical; it starts with appropriate planning followed by the 
other stages and is repeated until the process of gathering all the required 
evidence, evaluating all the required evidence and feeding back on what is 


presented is complete. 
This is illustrated in Figure 1, page 10. 


You will have noticed that the diagram shows the stages of assessment 
with different circle size values. This is to show diagrammatically that 
although each stage of the model is important the amount of time spent 
in each stage changes. In any assessment, planning is central to the 
process; if planning is thorough then the rest of the assessment process 


will follow naturally. 


When assessing holistically the process is managed by the assessor in line 
with learner needs to make the process best for the learner and not easier 
for the assessor. 
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5.1 Stage One: Planning for Assessment 


An assessor should take the lead in ensuring that assessment takes place 
in a structured and well-prepared manner. As the assessor you should 
work together with the person being assessed to develop and agree a plan 
for the assessment. In order to do this it may help to do the following: 


e Familiarise yourself with the assessment strategy/protocol for the 


role in question 


e Familiarise yourself with the assessment criteria (e.g. occupational 
standards, competencies, performance criteria etc.). Where 
requirements for evidence are specified, these should also be studied 


e Familiarise yourself with the appropriate assessment recording forms 
(e.g., PDP, PDR, interview recording sheets, competency based 
application form etc.). It is advisable to check that you have all up- 
to-date and compliant versions of any documentation 


e Familiarise yourself with appeals procedures that are in place for the 


assessment process 


e Consider any policies/legislation which has implications for the 
assessment process (e.g. Code of Ethics, Equality Act 2010, 
reasonable adjustment policies or procedures, long-term sickness, 
career breaks, maternity leave etc.) 


e Contact the person being assessed and agree upon an appropriate 
date/time and mutually agreed location to meet 


e Ensure that a confidential, mutually agreed and quiet location is 


arranged for an assessment meeting 


e If there is a difficulty in getting together assessors are expected to 
make any changes rather than the candidate. 
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The Planning Meeting 


The assessor should meet with the person being assessed at the outset of 
assessment phase. This meeting should set out the expectations of both 
parties, agree roles and responsibilities, discussion of previous 
qualifications and/or experience, clarify the process and timetable, decide 
when review meetings will take place and organise a further meeting to 
develop and agree the assessment plan. 


This is a critical point in the process in terms of equality of opportunity 
and fair access to assessment as this may be the point where any issues 
of disability or disadvantage can be raised and discussed. It sets the tone 
for the whole assessment cycle as an organised and structured procedure. 
As the assessor you will need to work with the candidate to identify 
whether the person being assessed has any particular assessment 
requirements, and how to meet these. These requirements may include 
issues of confidence, culture, diversity, language, religious requirements, 


learning styles and physical disabilities. 


Where candidates are completing assessment linked to attendance of a 
training course, it is likely that this ‘assessor meeting’ will take place as 


part of the training course itself. 


Planning is crucial to the effectiveness of the assessment process. This is 
the opportunity for you to work in collaboration with the person being 
assessed to clarify the requirements of the criteria the person will be 
assessed against. During this planning phase both you and the person 
being assessed can identify what are the most appropriate methods for 
generating and collating assessment material to establish competence. 
You should be familiar with the environment in which the person being 
assessed works. Although it may depend on the developmental stage of 
the person being assessed you are likely to have a better understanding 
for what are the likely sources of assessment material to prove 
competence. You will look at forms of assessment material in more detail 
in the next session. You should use your knowledge of the assessment 
process and how assessment material can be gathered to guide the 


person being assessed if they are unsure of what could be considered 
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assessment material and how to gather it. It is therefore very important 
for you to be clear as to the requirements of the criteria and to be able to 
relate them to the working context of the person being assessed. 


Activity 3 


Consider your field of assessment and list (collate as appropriate) any 
supporting documentation, guidance and things you need to consider 


when planning an assessment. 
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5.2 Stage Two: Conduct the Assessment and Collate 


Evidence 


Once the assessment has been planned, both you and the person being 
assessed can begin collating the collection of material to prove the person 


being assessed has reached the required assessment standard. 


5.2.1 Forms of Assessment Material 


“Assessment Material” is used to describe the activities and materials a 
candidate uses to show the assessor they are able to do what is being 
asked of them. Assessment material may be something an assessor 
observes or the assessor may talk to someone involved with the person 
being assessed, e.g. their manager or someone who has received a 
service from the person being assessed. It could be something the 
candidate has produced. In some circumstances there may be only one 
event or product that will prove competence in what is being assessed. 


The assessment evidence presented needs to follow the principles of 
assessment already discussed in section 3. It must be: 


e Valid - relevant to the criteria for which competence is claimed 
e Authentic - the work of the person being assessed 


e Current - assessment takes place within a reasonable time frame, 
so the assessor can be confident that the candidate has the same 
skills/knowledge/understanding through the assessment process 


e Sufficient - taken together meets in full all the requirements of the 


criteria 


e Fair - to treat all candidates in an equal manner to allow them to 


show their best work during assessment 
e Reliable - reflecting a consistent level of performance 


e Transparent - candidates during the assessment should be aware 
all the processes which will be used to make a fair assessment 


e Defensible - an assessment can be defended if challenged. 
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5.2.2 Categories of Assessment Material 


Assessment Material is often viewed hierarchically, with some methods 
being considered strong and other evidence less conclusive. Generally, 
any assessment material that you witness first hand through what you see 
or hear would be considered strong as would material which is the 
candidate’s real work. On the other hand, simulated activities that are not 
assessed in the workplace might be considered less conclusive, as might 


indirect material from a third or fourth party. 


Obviously, the best type of assessment material depends on the exact 
nature of the candidate’s role and the assessment they are undertaking. 
It is important not to create duplication in writing up evidence that has 
been observed, but there is value in having a reflective account from the 
person being assessed through which the underlying thinking and learning 


can be identified. 


You need to look for an appropriate balance in the submitted evidence, 
with enough third party validation, sufficient coverage of the criteria and 
most importantly quality above quantity. The following section expands 
on the different types of evidence. 


Observation 


Observation is one of the most effective methods of gathering material for 
assessment as it enables you to evaluate the person being assessed while 
performing work-related activities. You can observe how the candidate 
applies their knowledge and understanding to real events. If you are 
either a supervisor of, or based in the same location as the person being 
assessed, you may have a range of opportunities to see the person being 
assessed carrying out their normal duties within both formal, pre- 


arranged and informal or incidental situations. 


In circumstances where the observation is being planned, you need to 
decide together with the person being assessed when the occasion is likely 
to arise when activities which would generate sufficient evidence are 
probable; naturally occurring evidence. This does not mean that incidents 


should be set up! 
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You need to prepare for the observation by being clear about the criteria 
you are looking for. You may find it helpful to have a written copy or 
checklist available as an aide-memoire. Other people who may be 
affected by the observation need to be advised by either yourself or the 
person being assessed as permission may need to be obtained. The 


person doing the observation should be as unobtrusive as possible. 


Witness Testimony 


Witness testimonies can be given by anyone who is in a position to 
comment on the person being assessed and who has sufficient knowledge 
of the candidate’s work practice. With direct observation the witness is 
contributing to the assessment and their statement is part of the 
assessment record. In other cases (for example, when the witness is a 
supervisor in a work placement) the statement should be assessed by the 
assessor, like any other evidence, for its validity, authenticity, currency 
and sufficiency. You may need to confirm with the witness that the 
statement is genuine and clarify points regarding the assessment criteria. 
Witness statements can be useful to support evidence created through 
practical activity. 


It is good practice to ensure the following so that the witness testimony 
will be valid: 


e wherever possible a witness testimony should be on headed paper or 
on a personally identifiable email 


e it must indicate the role of the witness in the assessment process 
e it must include their contact details 


e the testimony should be signed and dated by the witness unless on 
personally identifying email 


e the testimony should describe exactly what the person being 
assessed has done on a specific occasion and therefore the witness 
should state the date or the time span for the event that they are 
describing 


e where necessary contact the witness to confirm authenticity or ask 
further questions. 
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Examination of Work Products 


As the assessment should reflect naturally occurring activity it is usual to 
produce work products that arise out of the activity as assessment 
material. Typically these may be reports or record entries, but could be a 


video recording of an interview or meeting. 


Caution is needed with work products, documents or recordings that are 
subject to restrictions under data protection legislation or confidentiality 
protocols. It is, however, possible for the person being assessed to make 
reference in their assessment documentation to the location of such 
records as long as you as the assessor and any verifier have access to the 
source. Any documents that make reference to individuals should be 


made anonymous. 


Professional Discussion 


Professional discussion is a planned discussion between you and the 
person being assessed. The objective of the discussion is to allow the 
person being assessed to present material of their competence that 
demonstrate skills, knowledge and understanding. You and the candidate 
discuss their material and identify how it relates to the requirements of 


the assessment criteria. 


A professional discussion is generally used to fill any small gaps in 

evidence where the opportunity for naturally occurring evidence is limited 
or it can be used to test underpinning knowledge. It is also a particularly 
helpful method to explore aspects of communication, interaction with the 


community and understanding of equality and diversity. 


Simulation 


In some situations, assessing skills in the workplace exposes the person 
being assessed and/or other workers to an unreasonable risk, e.g. public 
control, hostage negotiation, evacuation, firearms etc. In these cases you 
may choose to develop a simulated scenario which allows the person 
being assessed to demonstrate skills that will transfer into the workplace. 
Before using simulations you should check that the Assessment Protocol 


allows for use of this assessment method. 
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Accreditation of Prior Learning (APL) 


APL is a means of crediting candidates for achievements, skills and 
knowledge that they have already gained. This learning may have come 
about as a result of a course, self-directed study or as a result of 


experience at work. 


For example a Police Community Support Officer (PCSO) could be 
accredited for their successful achievement within the PCSO curriculum as 
they move onto the Initial Police Learning and Development Programme 
(IPLDP). 
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Activity 4 


Consider your field of assessment and identify the likely sources of 
evidence available to you. Identify the issues to consider in selecting 


the most appropriate evidence sources. 
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5.3 Stage 3: Evaluate Evidence and Make Assessment 


Decisions 


The most crucial part of your role in the process of assessment is 
evaluating whether the assessment material submitted by the candidate 


demonstrates their competency. 


You will need to make time to evaluate the material you have been 
presented with you will need to check it against the assessment criteria 
and make a decision whether it is valid, authentic, current and 
sufficient enough to prove an individual’s competence. Candidates 
should only be assessed against the assessment criteria, not against each 
other. 


As the assessor you should be suitably trained and/or experienced in what 
you are assessing so you are confident in your assessment decisions. You 
should also be able to defend your decisions that the candidate has 
achieved or has not yet achieved the required standard. 


As an assessor you need to maintain your own occupational competency 
in what you are assessing, if you work with an awarding body you will be 
asked to demonstrate this through Continuing Professional Development, 
(CPD). You should be confident in your interpretation and understanding 
of the evidence requirements of the criteria. This can be helped and 


supported by working with other assessors through standardisation. 


Once you have looked at all the evidence presented and made your 


decision you should record the decision and your reasons for making it. 


5.4 Stage Four: Feedback Results 


Feedback is given to support the person being assessed as they progress 
through the assessing process. It is an opportunity to take stock after the 
assessment event especially if there will be more than one assessment 
event to prove competency. Feedback should be an opportunity to review 
progress as well as recommend competence. Feedback should contribute 
to improving good performance and discouraging poor performance as 
well as build confidence and motivation within the person being assessed. 
The person being assessed may have committed a great deal of their time 


Page 34 of 52 OFFICIAL Version 1.2 
© College of Policing Limited 2014 


OFFICIAL 


Assessor Training - Learner Workbook 


and have been subjected to a challenging process. It is therefore 
reasonable that they should receive comprehensive feedback on their 
performance and achievements. With this in mind, the provision of 
quality feedback to those who have undertaken an assessment is of the 
upmost importance. The assessment result will depend on the procedure 
spelt out in the assessment strategy/guidelines. 


Irrespective of the standard to be met, or rating scale used, and whatever 
the outcome of the assessment, providing constructive feedback should be 
an aid to learning as well as development. Even if the result of an 
assessment is a decision of ‘not competent’ feedback provided in the right 
manner can reinforce areas of strength and identify what areas require 
attention and how the person being assessed needs to develop in order to 
improve performance or achieve competence. The consequence of poor 
feedback can often result in poor performance and lack of motivation 


within the person being assessed. 


In the majority of instances it will be your responsibility to offer direct 
feedback, or you may be required to provide written information so that 
specially trained members of a central department (e.g. Personnel, 
Human Resources or Career Development/Management) can deliver the 
feedback to those who have been assessed. If feedback is treated as a 
negative process it reduces candidates’ confidence and ability to learn and 


may interfere with the process. 


Whoever is given the task of providing feedback should consider the 


following to ensure that feedback is heard in a positive manner: 


e give feedback in an appropriate environment with sufficient time for 
the person being assessed to check out their understanding 


e provide feedback in a manner that the receiver can understand, 


constructive not destructive 
e feedback should reflect on what they did rather than what they are 


e feedback should focus on changeable behaviour rather than on the 


person 


e base feedback on accurate observations not inferences 
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e provide specific feedback supported by evidence 

e feedback should be easily understood by the recipient 

e feedback should be objective and non-judgemental 

e feedback should be capable of being acted upon 

° feedback should be delivered within a reasonable time frame 

e feedback should not overwhelmingly focus on the critical areas. 


The most important aspect of feedback is that it should help the person 
being assessed to develop, whether they have been deemed successful or 
unsuccessful, competent or not competent. Either way, it should be 
constructive and encourage the person being assessed to concentrate on 
ways in which their performance can be improved in the workplace. There 
is no point in providing feedback if nothing comes of it. 


When feedback is not clearly communicated or is not specific, then the 
chances are it will be misunderstood. An assessor may need to question 
the person being assessed as to whether they have understood what has 
been said. Irrelevancies, inappropriate comments, a lack of credibility or 
unprofessional delivery may all lead to the recipient rejecting what is 


being offered. 


It is not very helpful to offer information about characteristics which 
cannot be changed. For example, to tell someone that they would have 
more ‘presence’ if they were taller may well be true, but there would be 


little that could be done about it! 


Feedback should be constructive and should enable the person to decide 
whether they are capable of reaching the required standard. Both 
strengths and developmental areas should be discussed, with practical 
suggestions as to how the former can be built upon and the latter 


addressed. 


Whilst this is the end of the cycle, if assessment is taking place over time 
this feedback will directly feed into the beginning of a new cycle of 
assessment and directly influence the planning phase. 
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Section 6: Barriers to Accurate Assessment 


Despite the best intentions to be as objective as possible, we have to 
accept that no assessment system is perfect. “Perfect conditions” do not 
exist and human and environmental factors can and do influence assessor 
judgement and decision-making. You need to be aware of this in order for 
your assessment to be as objective as possible. A number of 
considerations which can have a negative effect on assessment have 
repeatedly been highlighted in the research literature. We have 
highlighted some of the ‘pit falls’ that can occur if you are assessing in 


isolation, as follows: 

e fatigue 

° halo/horns effect 

e personal liking 

e rushing 

e similar-to-me effect 

e stereotyping and prototyping. 


It is therefore important to assess within a formal or informal assessing 
community (this will be discussed in Section 7), so any issues of fairness 


can be addressed. 


6.1 Fatigue 


This is the effect of tiredness on an assessor. Assessment needs to be a 
planned activity it shouldn’t be under taken as an addition to the ‘day job’. 
When approaching an assessment the assessor must have the time and 
the energy to complete the task. To be fair to the person being assessed 
and yourself, you should give careful consideration to the circumstances in 
which the observation and assessment takes place as well as the workload 


of both yourself and the person being assessed. 


6.2 Halo/Horns Effect 


This is where assessors interpret information and evaluate the person 


being assessed in either a generally positive or generally negative 
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manner. A good example of halo/horns effect is where an assessor has 
rated all factors in an assessment either universally favourably or 
unfavourably. Those who are seen positively are bestowed with more 
positive traits than they actually provided evidence of, whilst the opposite 
is true of those seen unfavourably. The judgment may follow on from the 
assessor’s overall impression of the person being assessed rather than the 
quality of the evidence presented to them. Assessors need to actively 
reflect on their assessment decisions and working with Internal Verifiers 


or Assessor Leads constantly check themselves against this effect. 


6.3 Personal Liking 


This is where assessors’ views and decisions are strongly influenced by 
their personal liking, or conversely, dislike for the person being assessed. 
There are times when a person being assessed might be a friend or 
colleague; where this occurs it may be useful to acknowledge this in the 
planning phase and address the issue appropriately. You should also 
make use of any Internal Verification, Standardisation or External 
Verification processes available in the assessing process to support and 
challenge yourself while assessing. 


6.4 Rushing 


This is where the assessment and decision making processes are rushed 
in order to meet logistical arrangements, rather than giving each person 
being assessed fair consideration. For example, rushing can occur when 
the assessor is conducting the assessment in addition to several other 
responsibilities and hasn't been able to set aside a sufficient time frame. 
Effort should be made to ensure that sufficient time is set aside to 
evaluate each person being assessed and write up in detail their 
performance. This should be considered as part of the initial assessment 
meeting and planning session. (See fatigue) 


6.5 Similar-To-Me Effect 


Assessors can show preference for people similar to themselves in 
biographical background, personality and attitudes and interests. Also 


known as the ‘clone syndrome’, the similar-to-me effect is where 
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assessors’ views are biased in favour of people similar to themselves. 
Assessors might treat more favourably the person being assessed whom 
they think display personality traits most similar to their own. The 
potential hazard is that in the long-term an organisation may become 
staffed by a homogeneous group of like-minded individuals who are 
unable to bring diversity of perspectives and attitudes to the organisation. 
This may also lead to breaches of anti-discrimination legislation because 
of the bias shown in favour of people like the assessors. 


6.6 Stereotyping and Prototyping 


Assessors can hold/develop stereotypes of the person being assessed or 
have a prototypical view of the individual. Prototyping refers to when 
assessors believe that there is an ideal ‘type’ for the job whereas 
stereotyping occurs where a characteristic, assumed by the assessor to be 
held by a particular group, is ascribed to all individuals within that group. 
Stereotyping on the basis of race, gender, sex, physique or other group 
membership can not only be inaccurate but also unlawfully discriminatory. 
Stereotyping is more likely to occur in observations where the assessor 
can see and hear the person being assessed, although it can also occur in 
the assessment of written work. The assessor then assesses individuals 
against their subjective prototype rather than against more objective 
specified criteria. Prototyping can affect assessors’ judgements in most 
assessment methods but can be mitigated through training assessors to 


focus on the presentation of the evidence against the specified criteria. 
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Section 7: Quality Assurance and Internal 


Verification 


7.1 Why Do We Need Quality Assurance and Internal 


Verification? 


The Concise Oxford Dictionary definition of Quality Assurance (QA) is the 
“guarantee of excellence”. Whereas Internal Verification is the 


management function of any assessment strategy, 


‘..iS the driver of quality assurance in qualifications, both within national 
frameworks and within the quality and management systems of each 
approved centre. The role, in terms of managing assessment so that it 
consistently meets national standards*, is central to maintaining public 
confidence in each and every qualification issued. Therefore internal 
quality assurance is a key factor in managing ‘risk’ and ensuring that 
when certificates are claimed for learners the requirements of the national 


standards have been reliably met.’ 2 


Quality assurance is about maintaining standards whether these be PDR, 
Qualification Credit Framework (QCF) etc. The approach to quality 
assurance differs to internal verification as quality assurance is about 
developing the whole product and internal verification focuses on the 


assessment process. 


Both processes contribute to the process being fair. 


7.2 Assessors 


The Work-Based Holistic Assessment Model requires assessors who are 
sufficiently occupationally competent in their field to be the assessor. The 
Police Sector Standard in the Training of Assessors (the Assessor 


Standard) sets out the minimum learning requirements for assessors. 


* The national standards in this instance are those on the National Policing Curriculum 


2 City and Guilds (April 2012); Guidance on Internal Quality Assurance of Qualifications 1.0 
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7.3 Standardisation 


In order to ensure standardisation of assessment between assessors, an 
internal verification strategy supported by monitoring processes will need 
to be in place. Forces may apply a number of verification methods, which 


can include: 
e sampling of evidence and assessment decisions during assessment 


e examination of evidence and assessment decisions at the completion 


of assessment 
e observation of assessment practice 
@ interviews with people being assessed 


e standardisation meetings where assessment decisions of different 
assessors are shared within a group chaired by an internal verifier to 
identify issues of interpretation and consistency of approach. 


The assessment decisions of all the assessors should be reviewed through 
a sampling process to ensure a selection of their assessments are 
reviewed. Sampling may include examining one unit for every person 
being assessed, or a particular assessment method, ensuring that the 
assessments of all assessors and people being assessed are sampled at 


least once in the year. 


Assessors have a role to play in quality assurance by attending 
standardisation meetings, being open to observation of their own practice 


as assessors and making records available for verifier examination. 


7.4 Monitoring and Evaluation 


Where there is no formal requirement for monitoring or evaluation it is 
good practice for records of assessments to be collated locally for quality 
assurance purposes and monitoring. As well as biographical data of 
assessors, which ensures that procedures are operating in a way that 
promotes a diverse workforce and equality of opportunity, the data 
collected should provide regional and national management information 
on the spread of skills and identify those holding specialised knowledge 


and experience. 
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Monitoring and evaluation is a vital part of assessment system 
development. It is important that mechanisms are in place to carry out 
monitoring and evaluation checks and to ensure the process is reliable, 
valid and fair and that it works in the way in which it was designed and 
intended. 


There are a variety of methods available to establish the efficacy of a 
system. They fall under the broad headings of qualitative and 
quantitative methods. 


7.4.1 Qualitative 


Qualitative methods focus on the reactions and experiences of those 
involved with the assessment process. This information can be gathered 
by debriefing all those involved, interviews, questionnaires or a 
combination of methods. Areas of interest include: 


e administrative arrangements 
e initial assessment meetings 

e criteria interpretation 

e the assessment protocol used 
e evidence collation 

e time commitment. 


Feedback about the process should be examined and taken seriously, as 
any information which may improve implementation and co-ordination of 
procedures can only be of benefit to all concerned. Any changes made to 
the process should be communicated to all interested parties and reflected 


in future assessment protocols or guidance. 


7.4.2 Quantitative 


Quantitative data is numerical and can be obtained by, for example, 
statistically analysing the numbers who achieve certain NOS, or are 
successful in gaining some particular accreditation. This information 
might be further analysed in terms of the timescales involved or the 
profiles of the candidates, in terms of gender, rank, length of service, 


geography or any other criteria. 
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This analysis will indicate how well the assessment process has worked 
and discriminated fairly and lawfully on the basis of performance across all 
those involved. 


It is vital that the reliability of the qualitative data and quantitative data of 
the assessment process is continually monitored and evaluated. The 
results of such research should be used to inform any changes to the 
Assessment Protocol, the administration of the process, assessor training 
and any assessment methods used. 


It is only through systematic monitoring and evaluation that we can show 
that the objectives of the process or programme have been achieved. 
Additionally, this is the only way that the organisation can provide 
evidence that the assessment system is working as intended and that the 
individuals involved are contributing to the organisation’s objectives 
successfully. 
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Activity 5 
Self-Assessment 


Now you have completed the learning materials use the spaces below to 
capture your role and responsibilities as an assessor in the 4 stage 


assessment model: 


Planning for assessment 


Conduct the assessment and collate evidence 


Judge evidence and make assessment decisions 


Feedback results 


You may want to refer back to the materials to check your 


responses. 
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Glossary of Terms 


Assessment 


A systematic sample of behaviour and performance taken to allow 
judgments about an individual’s knowledge, skill, ability or other trait. 
Assessments can consist of multiple choice tests, essays, portfolios, 
performance measures, structured interviews, but in the workplace 


usually take the form of presentation of evidence to an assessor. 
Authenticity 


The assessment process must ensure that the evidence presented is 


actually the true work of the person being assessed. 
Coaching 


Generally aimed at altering an individual’s behaviours to improve 
performance at work. It tends to be focussed on specific individual or 
organisational developmental areas or issues. Coaching is likely to have a 
set duration with scheduled meetings/sessions on regular intervals over a 
short period of time. The desired outcome of the coaching is normally 
defined before the coaching starts and should be agreed between the 
coach and individual. 


Competence 
A skill and the standard of performance reached overall in a job or role. 
Competency 


The set of underlying characteristics or behaviours that a job holder needs 
to bring to a position in order to perform its tasks and functions with 
competence. Refers to the behaviour by which the competence is 
achieved. 


Criterion 


A measure against which performance is being assessed. The criterion 
chosen will be an indicator of what the assessor wants to measure. If an 


assessment is used to evaluate performance then the criterion will be 
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some measurable aspect of job performance, e.g. an activity from the ICF 
or a National Occupational Standard. 


Currency 


The assessment process must reflect current performance and therefore it 
must use evidence that is recent and up to date. Proof of attendance ona 
course ten years previously does not guarantee that the knowledge and 
understanding is up to date. 


External Verification 


This is the process whereby an individual is appointed by an external 
(often an awarding body) body to ensure accurate and consistent 


standards of assessment, across centres and over time. 
External Verifier 


This person represents the awarding body and maintains the quality of 
assessment across centres or geographical areas. This person sees across 


the whole award from candidate assessment to verification. 
Fairness 


The extent to which a product or service is appropriate for members of 
different groups and the extent to which users of products or services are 
not treated less favourably on grounds which cannot be justified, for 
example those of sex and race. The existence of group differences in 
performance does not necessarily make an assessment unfair, because 
the groups may really differ on the criterion being measured but they 
must have fair access to demonstrate their performance. Fairness also 
means that the assessment process must be objective, evidence-based 


and not subject to the influence of personality and personal attributes. 
Formative Assessment 


Assessments which allow one to determine the degree to which people on 
a particular instructional or learning programme are progressing against 
the required learning areas or development. These assessments help 
‘check out’ whether the candidate is on the right track. Outcomes from 
formative assessment provide information about areas to be addressed 
regarding the specified learning and development. Formative assessment 
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is not used to assign marks or grades toward determining whether the 


person is successful in the assessment event. 
Holistic Method 


Taking assessment as a whole rather than breaking it down into separate 
parts/units/aspects/standards etc. The assessment event is considered to 
be more than the sum of its parts and so the quality of a final product or 
performance is evaluated rather than the process or dimension of 
performance. Rather than view the assessment as a series of tick lists the 


assessor sees whatever is happening as a full event. 
Internal Verification 


This is the process whereby an individual appointed by the organisation 
ensures accurate and consistent standards of assessment, both between 
assessors operating within a centre and between centres following the 


same programme. 
Internal Verifier 


The person responsible for the quality and consistency of the assessment. 
This person works with assessors to help and support them deliver high 


quality and fair assessment. 
Mentoring 


One-to-one supportive learning relationship between an experienced 
member of staff who shares their knowledge, experience and wisdom with 
another individual who may be new to the role or less experienced but is 
willing and ready to benefit from this exchange to enrich their own 
professional journey. Mentoring is usually carried out in-house and 
involves the development of a long term relationship which once 
established may last for many years. Mentoring is aimed at supporting 
the mentee so that they can work successfully within an existing culture 


or framework. 
National Occupational Standards (NOS) 


These describe competent performance in terms of outcomes. Together 
with a defined assessment strategy, developed in parallel with the 
standards, they allow a clear assessment of competence against nationally 
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agreed standards of performance, across a range of work-based 
circumstances and roles. They define what has to be achieved, rather 
than what has to be done. 


Portfolio 


A systematic and organised collection of work that exhibits to others the 
direct evidence of efforts, achievements, and progress over a period of 
time. The portfolio should signpost assessors to the required product 
evidence rather than be a series of photocopies of pocket books, lesson 
plans letters etc. A portfolio only needs to contain assessment plans, 
judgements and feedback with a clear rubric where the workplace 
evidence is held. 


Portfolio Assessment 


Portfolios may be assessed in a variety of ways. Each piece of work may 
be individually scored, or the portfolio might be assessed merely for the 
presence of required pieces, or a holistic scoring process might be used 
and an evaluation made on the basis of an overall impression of the 
collected work. It is common that assessors work together to establish 
consensus of standards or to ensure greater reliability in evaluation 


evidence. 
Reliability 


The assessment process should produce consistent repeatable results 


from the individuals being assessed. 
Standardisation 


The assessment process should be delivered consistently across a group 
of individuals or across different assessment dates. Assessors need to 
make valid decisions consistently, and all those being assessed should be 


assessed fairly and objectively against the relevant criteria. 
Sufficiency 


The assessment process must strike a balance between demanding too 
much evidence and meeting in full all the requirements of the criteria for 


assessment. 
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Summative Assessment 


A form of assessment consisting of tests, assignments and examinations 
spread over a period of time or at the end of a programme of learning 
used to assign marks or grades which indicate the level of achievement 
for the person being assessed. 


Triangulation 


Using more than one assessment method to assess success, an 
observation may allow the assessor to see what the candidate can do but 
then the assessor may ‘triangulate’ that knowledge by asking open 
questions to gain an understanding about whether the candidate 


understands why they do something. 
Validity 
The assessment process should measure what it claims to measure, the 


ability to do the work or perform the role against the published criteria, in 


other words it should assess what it sets out to assess. 
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Abbreviations Used in Assessment 


AC 

AO 
CPD 
CMI 
DPA 
ICF 
IPLDP 
NOS 
NPPF 
NVC 
NVQ 
OfQual 
OSPRE® 
PCSO 
PDP 
PDR 
PIP 
PPF 
SPNAC 
QA 
QCF 


SEARCH® 


SfJ 
SOLAP 


SMART(ER) 
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Assessment Centre 

Awarding Organisations 

Continuing Professional Development 

Chartered Management Institute 

Data Protection Act -1998 

Integrated Competency Framework 

Initial Police Learning and Development Programme 
National Occupational Standard(s) 

National Police Promotions Framework 

Non-Verbal Communication 

National Vocational Qualification 

Office of the Qualifications and Examinations Regulator 
Objective Structured Performance Related Examination 
Police Community Support Officer 

Personal Development Portfolio 

Performance and Development Review 
Professionalising Investigation Programme 

Policing Professional Framework 

Senior Police National Assessment Centre 

Quality Assurance 

Qualifications and Credit Framework 


Structured Entrance Assessment for Recruiting Constables 
Holistically 


Skills for Justice 
Student Officer Learning and Assessment Portfolio 


Specific, Measurable, Achievable, Realistic and Timed 
(Evaluated and Reviewed). 
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Personal Notes 


Use this space to capture any personal notes or questions relating to the 
content of these materials. 
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